Monthly Case Worker Contacts

Note: In order to create a case note, an assignment to the case is not needed. Additionally, a case note
can be created on a closed case.

Introduction:

The following guide walks through how to enter a case note to meet the Federal mandate on monthly
case worker contacts with children and juveniles in out of home care. The following five data criteria
must be met in order for a face-to-face contact to be included in the count of those submitted for federal
reporting purposes:

1.

To count as a successful case worker contact for a particular month, the Date on the case note
must be during that calendar month.

To count as a successful case worker contact for a particular child, that child MUST be selected
as a participant on the case note.

You may choose any Category (except Fiscal) and the Type MUST be ‘Face-to-Face’ (or ‘Initial
Face-to-Face’ which is only available in the Initial Assessment and Ongoing categories).

The case note MUST have a value selected for the Face-to-Face Location drop-down. Select
‘Out of Home Care’ when visiting the child where he or she is currently placed.

To count as a successful caseworker contact, the Face-to-Face Result drop-down must have
‘Occurred’ as the selected value.
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Documenting Monthly Case Worker Contacts:

Creating Case Notes on Assigned Cases

1. Create a case note using one of these methods:
a) From your desktop, go to the Cases tab and click the Case Work hyperlink © Create case work g
select “Create Case Note” from the actions drop-down next to the specific case to open the
Create Case Work page:

Case Mote Criteria Search

CaSeS Create Assignment

View by: Filter by: Cases: 497 |  Create Case Face Sheet

. Create Case Note
® Case [ Date restricted
O Participant ] Not approvedicancelled 1 Multiselect Create Meeting h
Imaging Search
Print Case Record

Aardvark, Amy B. (9223581)

View Tasks
Case details: Case address: Primary worker: |
CPS Family - Initial Assessment C/0: Jane Doe Cake, Caitlin C. | Please select an achon
SRO-Cath.Char.Waukesha 8007 E Doty Sireetyy (123) 456-7890 Ext. 1234 e
Open OHP exists for i partici| ) , WI 53702 chris.santoslang@wisconsin.gov

(111) 111-1111 Ext. 8338
R R N

e Select the Category from the Narrative drop-down.

e Select the Case.

e Selection of Case Participants is optional. Use the ‘ctrl’ key to select more than one
participant.

e Click Create to open the Case Notes page.

(2 Create Case Work - Internet Explorer - O *
eWiSACWIS R
Create Case Items Cases o
E Administration v Aardvark, Amy B. (9223581)
Aarmooretest, Jennifer L. (9221169)
Aaron, Mother (9223516)
' Adoption [V Abby, Alice N. (9222744)
Abby, Alice N. (9222746)
Abby, Amber's A (9222498)
4 Agreements/Notices [V Abby, Amy (9222679}
Abby, Anne A. (9221241)
Abby, Anne A. (9221335)
Assessment v Abby, Anne A. (9221757)
Abby, Anne A. (9221886)
Abhhv Anne A (9222722
ﬁ. Case/Perm Plan v
7= Education W
- Case Participants
Eligibility ~
Hold down the 'Cirl' key for multi-selection
A 1crc v Aardvark, Abigail A, Biological Child (9226560)
Aardvark, Amy B, Reference Person {9226559)
. Jones, Dirk, Non Mandated Reporter (9226083)
{ ICWA v Jones, Mary, Biological Child (9226085)
Jones, Robert, Biological Child (9226176)
Jones, Sally, Other Relative (9226036)
E Imaging v
I Legal v
E Marrative Child Welfare W
W
E100% -
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b) From Search, click the Actions hyperlink or the Create Case Note icon & next to a case name.

(2 Search - Internet Explorer = m} X

eWiSACWIS Print 2 Help ©

Case Person Provider Organization Worker

Search Criteria

Last First CaselD: 9223581
Name: Name:
Site: W ZIP Code: O Search Archives
M Date Restricted [ Participant View  Search @ SortBy: | Alpha v @
Precision: Low Med High

[ View Not Approved/Cancelled

Record 1to 10f1
Cases Returned

B8 fardvark Amy B (9223581)
CPS Family - Initial Assessment  Status: Open 06/25/2018 Cake, Caitlin M., IV Program Manager Milwaukee-Site 5 C/O: Jane Doe , 80 E Doty Street ,

Madison, Wl 53702

#100%

Select the Create Case Note radio button and click Continue to open the Case Notes page.

,.é Actions - Internet Explorer

eWiSACWI } Print

— Select Action
(O Archival- Request Retrieval
O Case Note Criteria Search
@ Create Case Note

O Create Meeting

O Print Case Record

O View Ticklers

H100% v g
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2. On the Case Notes page, select the appropriate values as noted below. Hover the cursor over the
Details flair next to Face-to-Face Location and in the Narrative section for Caseworker Contact
policy guidance.

(& Case Notes - Internet Explorer - O *
7o -
e II’ 1 AS :l C I” I;g Print 2 Help @
Case: Aardvark, Amy B (9223581) Waorker Creating Note: Cake, Caitlin M., IV Warker Making Contact: Cake, Caitlin M., IV Search
Case Note ID: Date Entered: 07/09/2018 12-59 PM [ Note Finalized [ Contact By Designee
Note Information 9
Date: 00/00/0000 Category v ] view Inactive Participants
Participants:
Begin Time: 00:00 Type: v Aardvark, Abigail A., Ill (Bio Child)
- ®am L pm G Aardvark, Amy B. (Refernce Person)

Jones, Dirk (Non Mand Rprir)
. . . Jones, Mary (Bio Child)
End Time: 00:00 Oam Opm Type Detail ™ || Jones, Robert (Bio Child) 0
Jones, Sally (Other Relative)

Hold down the "Cirl" key for multi-selection

Duration: 0000.0 Face-to-Face Location: Details V)
O gittable Face-fo-Face Result v

Narrative .
Case Note 1/1 Details Create Structured Case Mote

v

#100% ~

A. Date: The date documented here will identify the month that will count for the contact.

B. Contact by Designee Check box: Per policy agencies may use other professional staff as
designees to complete face-to-face contacts. Staff includes those trained to assess safety,
facilitate permanence, ensure a child’s well-being, and evaluate the progress of a child and
family’s case. To indicate a Case Note completed by a designee, select the Contact by Designee
checkbox.

C. Required Fields:

1. Category: Choose any (except Fiscal)

2. Type: Must be 'Face to Face' (or 'Initial Face to Face' which is only available for the Initial
Assessment or Ongoing Categories)

3. Face-to-Face Location: Should be 'Out of Home Care' when visiting the child at the out of
home placement.

4. Face-to-Face Result: Must be 'Occurred’ for the note to count as a face-to-face contact with
a child placed in out of home care.

D. Participants: The child(ren) that had face-to-face contact MUST be selected.

3. To finalize the note, select the Note Finalized check box and click Save.
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